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INSTRUCTIONS: Prepare in duplicate a R d forward to the Records Management Analyst, Management Systems Division 

Department of Finance and Admini,stration 

S u i t e  1 3 0 0  
l a n t a ,  GA 30303 

arson to Contact 

~ 

Douglas M. Haire 
._ ~ 

Schedule; record wi l l  continue to accumulate. 
b. 0 Dispose of present accumulation: no f rthar accumulation anticipated. 
c. Amend Application No. -_ *' Check One: 1 . Change; 0 Supercede; 0 Void 

- ~~ - I - ~~~ 

8. Dates of Series 
Earliest Latest 

9. Records Series Title (followed t iy  title used in office; if different) 

~~ ~ 

Present  Dai ly  Work Report F i l e  '(S.0.F. Timesheet F i l e ) -  
-- .~ ~ 

What i s  the function of the Division and the Office in which this record series i s  created? 

See Attached. I 

~- I__~ .- 
This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

. .  

c e r t i f i c a t i o n  of superv isor .  

F , I ~ , ~ ~ ~ ~ ~ ~ ~ ~ ~ :  numerical ly  by employee number, by pay period, h y  //eaf 

_- ~- ~- ~~ -- ~ ~- __ 
How often are records referred to which are: 

One to six months old __ 1 0  - ; Seven to twelve months old _____ 1 0  ;Thirteen to twenty-four months old -~ 1 
~ _ _  ? 1 

_ _ ~ ~ ~  . .~ . - . -  ~__  _I -~ 
13. Annual Rate of Accumulation of Records 

Letter-size drawers -.---; Legal-size drawers ; Shelves __ ; Other (specify) ~. . ~ 

3012 (3/76) 



not, where i s  it? 

_ _ _ _ _ _ ~  i ,  

nformation contained in this series ever published? If  ye ,  attach copy. ~ - _ . _ _ _ _ . ~  

g. I s  the information contained in this series ever analyzed andlor recorded in a Summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 

~- .~ ~- ; 1 i, If yes. where? 
~ ~~ Is this series (ora  majorportion of it) regularly microfilmed? .. ~ - .  j. Does - ._ the record series result in a computer printout? - 

. f i e  following requires the series to be kept: 4 letention Requirements 

3 d. Audit period a. State Law -___ years. 

b Statute of limitation years. e. Administrative need 

years. 
-- years. 

c. Federal law years. 1. Federal retention instructions 3 - years. past 

Attach copy or excert of laws or regulations. Explain administrative need. da te  Of submission O f  t h e  f i n a l  ex- 
pendi ture  r e p o r t  - UMTA - E.O.M. 

, I11 D - 4 1 .  

~~~ -- ~- .~ .- ~ ~~ 

Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 

@ Calendar Year; 0 Fiscal Year; Other  then, 

0 Hold in the current fi les area _-month(sl yeark); then 

,a Transfer to local holding area; hold 
b Transfer to State Records Center; hold ____ yeads); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

0 Other (Specifyl  

yearlsl; then 

Microfilmed d u p l i c a t e s  w i l l  be used as r e fe rence  documents i n  t h e  Pa; 
Branch/Accounting Divis ion.  The o r i g i n a l  copy w i l l  be maintained i n  
Div is ion  o f  Management S y s t e m z m i c r o f i h  storage. 

Both copies w i  I I be he ld  u n t i  I date o f  submission o f  t h e  f i n a l  expendi ture r e p o r t  
> 

then destroyed. 

These instructions apply to al l  prior and future accumula .. ~ 

ns c 

roll 
the  

U F A )  ; 

\ 

,he series. 

(Indicate brieflv rationale for recommendations abovelor write additional remarks): 

17. APPROVALS 



i ,  : 

I 
,i 

i 

The Division of Accounting is responsible for the accurate re- 

cording and tinel$ reporting of all financial transactions 

affecting the operation of the Authority's transit services pnd 

activities; and the development of new systems and facilities. 

Specifically, the division is responsible for maintaining 

credibility and timely reporting of financial transactions; 

lmplements such systems and procedures as 

d account for all operations and activities 

of the Authority; maintains reporting of variations or violations 

of Authority policies and procedures, contracts, payments, federal 

and state requirements. Providing timely responses to requests 

for non-routine information or analysis is an additional res- 

posibility of this division. 
1 / 

I 

, 
4: , Approved by: ,_  

Alan-F. Xi,epper . 
General M a m e r  

/, , I 

I 
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4. CUBIC FEETOF RECORD SERIES TO BE FILMED: 

Size 
3 - 4 drawer lateral files; 2 units 8-shelve shelve filing units - Letter 
3 - 5 drawer vertical files; 1 unit 8-shelve shelve riling unit - Legal 

333_5,3'2:/ 

Y 

6. NUMBER AND TYPES OF FIFING EQUIPMENT CURRENTLY UTILIZED FOR STORAGE: - 

T P V V f G  6. -*cD%ebnl%! 
COPY OF PROPOSED DISPOSITION STANDARD FOR MICROFILM FILE ISATTACHED. - -_ ~ 

7. SERIES ISPROPOSED FOR FILMING IN THE FOLLOWING FILM FORMAT: 
E 

[ I 16mm [ 1 35mm [ 1 Roll 1 Jacket [ 1 Aperture Card I 

[XI Microfiche [ 1 Cartridge [ I Computer Output Microfilm 
[ 1 Other: (Specify) 

8. PURPOSE FOR FILMING IS AS FOLLOWS: (Indicate order of importance by numbers. Indicate primary purpose by 
, - 4 -  ' - . . -- -~ 

3 
i 

numeral 1.) i 

a. *[  21 
b. [ 81 
c. [ 71 
d. [ 11 
e. [61 File integrity. 
f. 31 Ease of duplication and distribution of multiple copies. 

. g. [ 41 Save time and labor in repetitive operations. 
h. [ 51 Reduce computer costs (COM Application). 
i. 1 Other: (Specify) 

Reduce amount of space and equipment required for records storage. 
Preserve deteriorating records. 
Security or vital records protection. 
Ease of reference. 

, 

10. This microfilm project [ I is approved [ I is not approved [ 1 i s  approved with proviso. 
(If not approved or proviso specified, see Item 11 below.) 

State Records Management Officer Date : 
i 

~~ 

11. PROVISO OR EXPLANATION: 

t 

I 
i 

*.- , : 

,. AR-57-72 COMPLETE REVERSE OF FORM 



! - 

- .  
1 

12. FACTORS AFFECTING MICROFILMING COSTS (Check appropriate box and explain "yes" answers in detail.) Attach 
,i additional sheets as required.! 

I 
I / 

Yes No 

[XI 1 

[ 1 [XI Will  re-arrangement of the file be necessary before filming? 

[ 1 1x1 Will paper fasteners (staples, etc.) have to be removed before filming? 

[XI [ 1 I s  paper size, color and stock variable? 

[ 1 IX 1 Are both sides of the documents to be filmed? 

[ 1 [XI Are documents to be added to the file after filming? 

[XI [ 1 

[XI [ I I s  high-speed information retrieval an important feature of the proposed microfilm file? 

[XI 

Do you propose to contract with a service bureau or commercial microfilm company to accomplish this project? 
~ - 

I s  time of the essenp in microfilming this file? (A "yes" answer indicates high volume, daily usage.) 

I Are copies to be made from the master negative? (State number, type and distribution of copies.) -' 

13. USE THIS SPACE FOR COMMENTS AND EXPLANATIONS AS REWIRED. 

See Attached. 

IMPORTANT: COMMITMENTS WILL NOT BE MADE TO VENDORS 

AR-57-72 


